
Capital Budgeting System 
Capital Budget Data Release 

Quick Reference Guide 
 

1. Selected Release Data to OFM from the BASS Main Menu. 
2. Select the CBS tab. 
3. Select the desired options. 
4. Click the Release button. 

 

 

The CBS release will release all capital 
project requests as well as any Capital 
FTE data meeting the selected criteria. 

2.  Select to 
release CBS 
data.  Only 
available if the 
user's security 
level authorizes. 3a.  Select the 

budget period 
for data to be 
released. 

3b.  Select the 
version of data 
for release. 

3d.  Select a 
specific capital 
project to 
release or "All 
Projects"  to 
release all.   

3e.  Option available if Capital 
FTE records exist in the 
selected version.  Check to 
release Capital FTE data. 

3c.  Check to 
release project 
data.  Leave 
unchecked if 
only releasing 
Capital FTE 
data. 

3f.  Only available if data has previously been released for 
the selected budget period.  Checking this box will delete 
previous submittal data for a fresh release.  Checking this 
box is necessary if any projects have been removed between 
releases. 

4.  Click to release CBS 
data. 
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